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CLAS ClI VIL SERVI CE WORKBOCK REVI SI ON #W2 (| NTERNET VERSI ON)

The internet version of the CLAS Civil Service Wrkbook has
been updated and repl aces the current PDF version. The

wor kbook can be obtai ned by accessing the State Controller's
Ofice web site at:

http://ww. sco. ca. gov/ ppsd/ cl as/i ndex. shtm

After entering the web site, the workbook may be accessed by
clicking on the 'References' button, then clicking on the
"CGivil Service Wrkbook' |ink.

This revision includes expanded Tenporary Separation procedures,
speci al procedures for roll code 4 enpl oyees, and information
and a sanple of the refornmatted Leave Activities and Bal ance
(LAB) report.

Vertical revision bars in the right margins indicate additions,
del etions, or changes. Revision bars are not inserted for
format, page nunmber, or minor grammtical changes. The date

of the revision can also be found in the upper right hand
corner of the page. Below are the pages being revised and

a summary of the revisions by Section:

Renmove Pages I nsert Pages
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112 112

116 - 117 116 - 117



155 155

160 160

Section - KEYI NG CONDI TI ONS
Tenporary Separation Procedures
Expanded procedures to include instructions on howto
continue state service and | eave benefit accruals
whi |l e enpl oyee is on a tenporary separation

Positive Paid Enpl oyees

Added special procedures for roll code 4 enpl oyees.

Section - EXAMPLES
New t o CLAS

Added instructions for roll code 4 enpl oyees.

Previously or Continuing on CLAS

Updat ed procedures.

Section - | NFORMATI ON
CLAS Reports

Added i nformati on and a sanple of the refornatted
LAB report.

I f you have any questions regarding this |eave letter, please
contact the Leave Accounting Liaison Unit at (916) 327-0756.
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